
Defense Travel System (DTS) 
Voucher Instructions



Steps to be taken prior to logging in to DTS.

1. Locate the airfare travel invoice that was emailed from Carlson Wagonlit/SATO 
prior to travel.  See example below.  Failure to upload the correct document 
will delay your reimbursement.

2. Gather all other receipts reimbursement will be requested for.  Scan them and 
save as a PDF to the desktop.

1. TAXI (tips are not reimbursable)
2. BAGGAGE FEES (overweight or excess baggage will not be reimbursed)
3. RENTAL CAR AND GAS 
4. LODGING (CES students will not have lodging receipt)
5. OTHER MISC EXPENSES



SELECT THE 
LOGIN 
BUTTON 



CHOOSE OFFICIAL TRAVEL, 

VOUCHERS OPTION  WILL 
APPEAR BELOW THE 
ARROW

SELECT VOUCHERS



Vouchers

Select Create New Voucher 
From Authorization/Order

* If there are no 
Authorizations/Orders available to 
create vouchers from, this means 
the travel authorization is hung up 
somewhere and needs to be 
amended and reapproved before a 
voucher can be created.



Voucher from 
Authorization/Order

Select CREATE next to 
the authorization the 
voucher will be created 
from.



Itinerary

The travel itinerary is displayed for 
review.  Unless the TDY was 
shortened or extended, no changes 
will be made here.  Select the 
Continue button on the bottom 
right hand corner of the page.



Per Diem Locations

If the itinerary is correct and no 
changes to the travel were made 
during the trip, no adjustments need 
to be made on this page.  

Continue



Air Travel

This will only appear if commercial 
air was used for the TDY.  No 
changes will be made here at this 
time.

Continue 



Non-Mileage Expenses

Add, Edit or Remove 
expenses.  Make sure the 
expenses reflect the 
amounts listed on your 
receipts.  Please note 
that tips will not be 
reimbursed.

Continue



Mileage Expenses

Add, Edit or Remove 
mileage.  

Continue



Receipts

Next, upload receipts in to 
Substantiating Records.  
Select the Browse button, 
locate/select the receipts 
saved to the computer, then 
choose the Upload button.  

The next page of the 
instructions will provide a 
visual of what this will look 
like when the document has 
uploaded.



(Receipts Continued)

This is an example of 
what the screen looks 
like after the 
document has 
loaded.

The following page 
will demonstrate how 
to change the Notes 
to help the voucher 
examiner locate 
specific receipts.



(Receipts continued)

Highlight the date and time 
listed in the Notes to rename 
the document according to 
the type of receipt that it is.   
Choose Save Notes when you 
are done.

Examples:
Airline Invoice
Rental Car Invoice
Baggage Fees, etc.

Continue



Per Diem Entitlements

CES students will have $0 in their 
lodging costs.

Continue



Accounting Codes

Shows expenses allocated to 
specific Lines of Accounting.  

For CES students:
Rental Car and Transport 
(GAS) should be allocated to 
the sending unit’s LOA.

Review the expenses listed.  If 
the Commercial Carrier and/or 
Rental Car amounts do not 
match the receipts, the next 
page of instructions will 
explain how to make these 
adjustments.

If the amount of the 
commercial carrier and rental 
car are correct, go to page 26
of the instructions to continue 
completing the voucher.



Adjusting Commercial 
Carrier Amount

Choose the Travel option at 
the top of the page.



Air Travel Expense Adjustment

Select the Edit option next to 
the flight.



Select the 
Change Ticket Data link



Change the ticket value to reflect the 
amount on your invoice.  Please note 
that if your airfare increased due to a 
change in departure time or the 
original amount was not in US 
dollars, you will require approval 
from the authorizing official before 
submitting your voucher.  
Unauthorized airfare amounts may 
result in a delay processing your 
voucher.

Leave the rest of the data like it is.  

Select the Save button.



This page will reflect the adjustment 
made to the commercial carrier 
amount.

If you did not have a rental car go to 
page 26 of the instructions to 
continue completing the voucher.



Adjusting Rental Car Amount

Select Rental Car at the top of the 
page.



Select the Edit button next to the 
Rental Car



Adjust the cost of the rental car to 
reflect what the receipt shows.

Then choose the Save Selected Car button



To make sure the 
amounts have 
changed, select the 
Accounting tab at the 
top of the screen.



Confirm the expenses are 
now correct.

Select the Continue 
button



Payment Totals

Confirm the correct amount is going to 
the GOVCC.

If any additional amount needs to go to 
the GOVCC, put that amount in the 
Add’l GOVCC Amt. box and select 
Calculate.

Continue



Preview Trip

This will show all of 
the individual 
expenses for the 
TDY.  Verify that 
expenses are 
accurate and no 
further adjustments 
need to be made. 



Preview Trip

At the bottom of the 
preview trip screen is a  
Disbursing Summary.

Personal ($) goes directly to 
the traveler’s bank account

Individual GOVCC ($) will go 
directly to the traveler’s 
government travel card.

Continue



Other Authorizations

Continue



Pre-Audit Trip

Justification for any flagged 
items must be provided, 
otherwise the voucher cannot 
be submitted.

Choose Save and Proceed to 
Digital Signature otherwise you 
may be prompted to reenter 
justifications.



SIGNED

LEAV-CES

Digital Signature

Voucher is complete.

Select Submit Completed 
Document.



After submitting the 
completed document, the 
status will read SIGNED.

Due to the high volume of 
travelers/students on this 
installation, it may take 10-
14 BUSINESS days for the 
voucher to be processed.  

Please contact the travel 
office with questions 
regarding the travel 
vouchers at 913-684-1850.


